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State of Idaho Purchasing
Office of the State Controller
Division of Statewide Accounting

PURCHASING USER MANUAL

IMPORTING A PURCHASE ORDER INTO PAYMENT
SERVICES

INTRODUCTION

Once purchase order items are received along with an invoice, the invoice can be entered
into Payment Services. When the invoice is ready for fiscal coding and cost distribution,
the purchase order items can be imported from the Purchasing application into the
Distribute screen and the cost distribution rows will be automatically entered with the
fiscal coding and cost distribution for each item from the Purchasing application.

Each agency can set up different users for each step of entering invoices, authorizing, and
entering fiscal coding and cost distribution in Payment Services. In some agencies, the
authorization step is not even required. Therefore, the general steps and screens in
Payment Services are described below. The Payment Services users in your agency must
determine which steps they need to complete.

TO IMPORT A PURCHASE ORDER INTO PAYMENT
SERVICES

1. Enter a new invoice for the items received from a purchase order.

2. Be sure the Total Amount on the Invoice screen matches the amount of the
received items (not necessarily the entire purchase order amount). See below.

3. Ifavailable, enter the purchase order number on the Invoice screen (PO #). If the
PO number is not available to enter on the Invoice screen, you can search for it on
the Distribute screen.

Figure 1 - New invoice
Status Vinvoice Y Attachments Distribute Approval ' Multi Proc Y Reports

Invoice # 2| Invoice DateT=| Payment Date[Ts
[ese210 [ I

Acct# Vendor Name - Business Name Address City
[Perkins [ I

| State Zi Area Code Phone # Ext
i .

Inveice Description Comments

Total Amount Vendor #.=|  Sfx Document # PO # Group
6700.00 [ [ [ [BHOB0002 \

Save & Continue | Save & Clear | Hew Invoice | Delete Invoice
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4. If you use the Document #, enter something different than the purchase order
number.

5. Click Save & Continue or Save & Clear to save the invoice.

6. Authorize the invoice if your agency does not automatically authorize them. The
invoice should be ready for fiscal coding and cost distribution.

7. Click the asterisk next to PO.

Figure 2 - Purchase order look up

S EIE Invoice Attachments " Distribute Approval Multi Proc ° Reporis

Invoice # x| Invoice Date Payment Date Account # Vender
8596210 7/9/2008 Ti8/2008
Status Awaiting Cost Distribution
Total Amt $6,700.00 Inv Desc
Distributed Amt $0.00 Comments
Add Row Clear All Distribution Undo Updates |

Template 2| Template Amt|0.00 N

* Press F3 for Lookup

TC* R RefDoc*  Sfx BFY Amt  Mod Invoice Description PCA* Index* ExpSub* Dfl RevSub* DHl
[Del Dup 2009 6700.00

4 |

8. If the PO number was entered on the Invoice screen:

a. The purchase order items will be displayed in the Purchase Order Look Up
dialogue box. Items that have been received will have a check box next to
them. Items not received will not have a check box.

Purchase Order Look Up
po # Ewkpsoo17 ﬂl Import |
Status:
Vendor: Real Goods
Total: $0.00
[ All " None
Status Description Qty
[T Menu Received Solar Panels 3 Each  §00.00 2400.00|
|| Menu Received Converter 1 Each  900.00 ‘500.00|
Ordered Wire 3 Roll 25.00 75.00
| Menu Received Solar Panels 1 Each  §00.00 B00.00)

b. Check the check boxes to select the purchase order items that are on the
invoice.

c. Click Import. (Go to step 10.)
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9. If the PO number was not entered on the Invoice screen:
a. Enter the purchase order number and click Find.

Figure 3 - Purchase order number
Payment Services

Purchase Order Look Up

po # =] Findl mpor |
Status:
Vendor:

b. If you do not know the purchase order number, click the asterisk next to PO on
the Purchase Order Look Up screen.

c. Inthe dialogue box, click the purchase order number that you need. NOTE:
You can search for a purchase order by entering part of the purchase order
number or the vendor name and clicking Find.

Figure 4 - Purchase order number look up
Purchase Order Look Up

B
43 https:/ [ pss.sco.idaho.gov - LUTable - Microsoft Internet Explorer

Status:
Vendor: PO # |
Vendor Name |

*Input search criteria Use "%" for wildcards

Cancel |

PO # Vendor# Name

BH080001 820100960-27 OFFICEMAX CONTRACT INC
BHO080002 820487538-00 PERKINS CONSTRUCTION INC
BHO80003 840273800-22 QWEST

d. The purchase order items will be displayed. Items received will have a check
box next to them. Items not received will not have a check box

e. Check the check boxes to select the purchase order items that are on the
invoice. (You will not be able to select items that have note been received.)

Figure 5 - Purchase order line items
Purchase Order Look Up

PO # Ejwkpsoo17 Find | Impart |

Status:

Vendor: Real Goods

Total: $0.00
[l All [ None
Status Qty
'l Menu Received Solar Panels 3 Each  800.00 2400.00
|| Menu Received Converter 1 Each  900.00 ‘900,00
Ordered Wire 3 Roll 25.00 75.00]
| Menu Received Solar Panels 1 Each  800.00 800,00
f. Click Import.
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Purchasing

10. The items will be entered as rows on the Distribute screen. NOTE: If a purchase
order line item has a separate freight charge line item, it will be imported as a
separate row.

Figure 6 - Imported purchase order

Status ¥ Invoice Atachments " Distribute Y Approval Y Multi Proc | Reports

Invoice # |
8596210

Invoice Date
7/9/2008

Payment Date
7/9/2008

Account # Vendor

820487538 00
PERKINS CONSTRUCTION INC

Doc #

Total Amt
Distributed Amt

Add Row

PO #.x|BH080002

Group

2038 EFELDSPARCT

$6,700.00
$0.00

status Awaiting Cost Distribution

Inv Desc
Comments

Clear All Distributi

BOISE, ID 83712
3671830

Undo Updates |

Template =] Template Amt|-6700.00 Apply

* Press F3 for Lookup
Sfx BFY Amt

6700.00

Mod Invoice Description

PCA* Index* ExpSub* DH RevSub* DH Grant*

1500.00 Sand Bags 97061 6000 6401 000703

82148

06 Z07006
05 BPDMC

00 GVOZ
05 GVOF

i

§200.00 MPC Laptop #456, quote 8909 82148 6500 6401

4l I

¥ Perform STARS Lookup

Costs Distributed by

Send Email Notification

Save & Continue Save & Clear | New Invoice Delete Invoice
11. The original amount from the Invoice screen will remain on the first row. Click Del

to delete this row.

If necessary, complete any of the fiscal coding required. However, the fiscal coding
should be imported from the purchase order.

Click Distribute Cost Complete.
Complete the invoice approval according to your agency’s process.

12.

13.
14.

COST DISTRIBUTION AMOUNT AND THE INVOICE TOTAL
AMOUNT

The Distributed Amt and the Total Amt must match. If they do not, the Distribute Cost
Complete button will not be available. You can change the Total Amount on the
Invoice screen if it was entered incorrectly or make a change to the amounts on the
Distribute screen if they do not match the actual invoice from the vendor. Be sure you
enter what the vendor actually charges because this is what will be paid to the vendor.

Figure 7 - Matching Amounts

Invoice # _rI Invoice Date Payment Date Account# Vendor
STRO0O2 8/13/2008 8/13/2008 820290448 09

WINCO FOODS

Doc # PO #;IOUBWATER Group WINCO FOODS #1

status Awaiting PreProcessRev 110 E MYRTLE ST
BOISE, ID

Total Amt $551.00 Inv Desc

Distributed Amt $551.00 Comments

R RefDoc* Six BFY Amt Mod Invoice Description Index* PCA*

ExpSub* Dil RevSub* [
2702 01020

230 2009 320.00 PAPER 5105
230 2009 135.00 TRUMPETS 2702 01020 5105
230 2009 60.00 BOTTLED WATER 2702 01020 5020
230 2009 3600 BLEACH 2702 01020 5020
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